
Expedited Travel Request for Training 

Session 

To: [Recipient's Name]  

From: [Your Name]  

Date: [Current Date]  

Subject: Request for Expedited Travel Approval 

Dear [Recipient's Name], 

I am writing to request expedited travel approval for an upcoming training session scheduled for 

[Date of Training]. This session is critical to my role as [Your Position] and will enhance my 

skills in [Relevant Skills/Topics]. 

The training will take place in [Location] and I need to depart on [Departure Date] to ensure I 

arrive on time. I would greatly appreciate your assistance in facilitating the travel arrangements 

as the timeline is quite tight. 

Thank you for considering my request. I look forward to your prompt response so that I can 

finalize the necessary arrangements. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


